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Agencv Division
Item
No. Description Retention

VOLUNTEER AREA;

This series includes all the forms,
reports, and other materials relating to
volunteer and inmate organizations.

Volunteer - File

A. Volunteer Application: DC 170-4dR
B. Acknowledge Orientation:

DC Form 170 4eR
C. Job Description: DC Form 170-4bR
D. Identification Sheet: DC 170-415-R
E. Messages to Religious Volunteer
F. Evaluation of the Volunteer: DC 170-4kR
G. Exit Form: DC Form 170-4g-R
H. Volunteer Evaluation of Placement:

DC 170-4fR
I. Miscellaneous correspondence
J. Background computer check - OBSCIS

Administrative Records

A. DCR and ID 170 Series
B. Monthly Activity Report 170 Series
C. Annual Report

VOLUNTEER LOG BOOK

Optional sign-in, sign-out log for an
institution.

VOLUNTEER RECRUITMENT RESOURCES
NEEDS ASSESSMENT Form 170-4cR

Record of information about organizations
which are a potential source of volunteers,

Retain for two
(2) years after
volunteer is
inactive, then
send to the State
Records Center
three (3) years,
then destroy.

Retain for three
(3) years, then
destroy.

Retain for two
(2) years after
the last entry
is made, then
destroy.

Retain for two
(2) years, then
destroy.

Schedule Approved by Department,
Agency, or Division Representative

Schedule Authorized by

State ArchivistSignature />



INSTRUCTIONS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SCRIES. FORWARD
WITH RECORDS RETENTION
(DOS »SO-I )

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 27S

MARYLAND 107*4

AGENCY RECORDS INVENTORY

PACK or

I. DEPARTMENT/AGENCY
Public Safety and
Correctional Services

2. DIVISION

Division of Correction

J. UNIT

Volunteer

DEFINITION-RECORD SERIES A OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
ICE AS WELL AS RETENTION AND DISPOSITtftW

4. RECORD SERIES TITLE

Volunteer File

.BRIEFLY DESCRIBE THE•. RECORD SERIES DESCRIPTION (
IN THE SERIES.

This series includes all the forms,
reports, and other materials relating to
volunteer and inmate organizations.

A.
1 B.

C.
D.

Volunteer Application: DC 170-4dR
Acknowledge Orientation:

DC Form 170 4eR
Job Description: DC Form 170-4bR
Identification Sheet: DC 170-415-R

TVF-KS O r INFORMATION/DOCUMKNTS/PORMS FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES]

E. Messages to Religious Volunteer
F. Evaluation of the Volunteer:DC 170-AkR
G. Exit Form: DC Form 170-4g-R
H. Volunteer Evaluation of Placement: DC 170-AfR
I . Miscellaneous Correspondence
J . Background Computer Check - OBSCIS

7 . RECORD SERIES FORMAT(S)

O LETTER SIZE ° MICROFILM

O LEGAL SIZE ° COMPUTER TAPE

• BOUND BOOK • FLOPPY DISK

• AUDIO TAPE O VIDEO TAPE

• OTHERfSPECIFY)

0. RECORD SERIES f

O ALPHABETICAL

a NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

0 OTHER(SPECIFY)

>. VOLUME

Q FILE DRAWER!8)
• MICROFILM REEL(S)

ajBBOt ° COMPUTER TAPElS)
NUMBER n OTHER!SPECIFY)

10. ANNUAL ACCUMULATION
a FILE DRAWER!S)
• MICROFILM REEL(S)

fitmir D COMPUTER TAPE(S»

I I I . FILE IS USED

•̂  DAILY O MONTHLY

12. FILE ICOMES INACTIVE AFTER
• MONTH(S) O YEAR{S)

IS. CURRENT LCCATION(S) ( 14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlP YES, SPECIFY AOENCY OR OFFICE)

• NO

IS. ACCESS RESTRICTIONS O YES ° NO
( <r YES, CITE UAW(S) * RSaULATIONt S)

16. AUDIT REQUIREMENTS

NONE STATE FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|p YES.EXPLAIN
BRIEFLY AKD DESCRIBE ANY HARDWARE./SOFTWARE)

a YES a NO

10. RETENTION
Retain tor two
(2) years after
volunteer is
inactive, then
send to the State
Records Center
three (3) years,
then destroy.

.1». NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMBER

(301) 764-4113 •

21. DATE

DCS SSO-4 (REVISED 2/07)



INSTRUCTIONS--TYFfi OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISES RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 110*1 )

1. DEPARTMENT/AGENCY
Public Safety and
Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7171 WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 20704

2. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PACK <̂ ~ or "

S. UNIT

Volunteer

DEFINITION-RECORD IKS- OP RBLATBD RBCORDS NORMALLY FILED AND USED AS A UNIT TOR
AS WELL AS RETENTION AMD PUfOllTIOH PUMflMl •

4. RECORD SERIES TITLE

Volunteer Administrative Records

• . RECORD SERIES DESCRIPTION ( BRIEFLY DEBCRIBB THB TYPES
IN THE SERIES.

Or INFORMATION/DOCUMENTS/FORMS FOUND
INCLUDE THB PURPOSE OR FUNCTION OF THB

A. DCR and ID 170 Series
B. Monthly Activity Report 170 Series
C. Annual Report

7 . RECORD SERIES FORMAT(S)

• LETTER SIZE • MICROFILM

a LEOAL SIZE O COMPUTER TAPE

° BOUND BOOK ° FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY) .

0. RECORD SERIES f

° ALPHABETICAL

O NUMERICAL

D CHRONOLOOICAL

• GEOGRAPHICAL

• OTHER(SPECIFY)

t. VOLUME
• FILE DRAWER(S)
a MICROFILM REEL(S)
O COMPUTER TAPE(S)
• OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
Q FILE DRAWER(S)
O MICROFILM REEL(S]
• COMPUTER TAPE(S)
D

II. FILE IS USED

° DAILY .MONTHLY

1 2 . FILE ICOMES INACTIVE AFTER
O MONTH(S) ° YEAR(S)

I S . CURRENT LOCATION!S) ( 14. IS

tir
a

IBS DUPLICATED ELSEWHERET
IMCIPV AOKKCT OR OFFICs)

a NO

I S . ACCESS RESTRICTIONS ° YES O NO
( IF VKS, CITB LAW(s) * RSflULATIONt • )

It. AUDIT

a

ECU I

STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USEDf ( I F VKS.EXPLAIN
•RIBFLY AKD DBCCRIM ANY HARDBARSV SOFT*,

a YES • NO

I t . RETENTION

Retain for three
(3) years, then
destroy.

If. NAME AND TITLE OF PREPARER

yles Carpeneto, Director of
Procurement Services

2 1 . DATE

DCS SSO-4 (REVISED 2 / « 7 )



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FOFM FOR EACH NEW OR
REVISED RECORD SERIES. FORIARO
WITH RECORDS RETENTION SCHEDULE
(DOS SIO'I )

1 . DEPARTMENT/AGENCY
Public Safety and
Correctional Services

DCPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7X71 VATERLOO ROAD
P.O. BOX 171

JESSUP, MARYLAND 207*4

2. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

3 4
PAG* —/ OF '

J. UNIT

Volunteer

DEFINITION-RECORD SERIES A OROUP OP RELATED RECORDS NORMALLY PILCD AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION

| 4. RECORD SERIES TITLE

' Volunteer Log Book

f. RECORD SERIES DESCRIPTION (•"IKFl'r O«»CRI»« TM« TYPES Or INFORMATION/DOCUMENTS/FORMS POUND
IN THE SERIES. INCLUDE THSJ PURPOSE OR FUNCTION OP THE SERIES

Optional sign-in, sign-out log for an
institution.

7.

a

a

1 °

II

: t*

IS

17

1*

RECORD SERIES FORMAT(S)

LETTER SIZE • MICROFILM

LEGAL SIZE O COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

OTHER(SPECIFY)

' FILE IS USED

)£ DAILY a WEEKLY

. CURRENT LOCATION(S) (BLDG.

«. RECORD SERIES SEQUENCE

• ALPHABETICAL

a NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

0 OTHER(SPECIFY)

• MONTHLY

.FLOOR,ROOM)

. ACCESS RESTRICTIONS O YES ° NO

(IP YES, CITE LA*(s) * RBOULAT1ON(S)

. IS AN INDEX SYSTEM USKDT (

BRIEFLY AND DESCRIBE- ANY

° YES a NO

. NAME AND TITLE OF PREPARER

^fMyles Carpeneto, Director of
Procurement Services

IP' YES.EXPLAIN
HARDBAKE/SOFTWARE)

»*• FILE

14. IS RE<

tlP Yl

a YES

IC. AUDIT

Q NONE

It. RECa

20. TELEPHONE NUMBER

(301) 764-4113

t. VOLUME

• FILE DRAWER!S)
• MICROFILM REEL(S)

. 0 COMPUTER TAPE(S)

10 * AfMUAl. ACCUMULATION

a FILE DRAWER(S)
• MICROFILM REEL(S)

M J U B E H ° COMPUTER TAPE(S)
D nrrumf spcr i rv)

BECOMES INACTIVE AFTER

O MONTH(S) • YEAR(S)

CORD SERIES DUPLICATED ELSEWHEREt
El, SPECIFY AOENCY OR OFFICE)
• NO

REQUIREMENTS

ESTATE a FEDERAL a INDEPENDENT

WJIDED RETENTION

Retain for two
(2) years after
the last entry
is made, then
destroy.

21. DATE

DCS 330-4 (REVISED 2/«7)



INSTRUCTIONS-•TYPE OR PRINT A
'SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOB flO't)

1. DCFARTMENT/AGENCY
Public Safety and
Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND X07t4

2. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

«. UNIT

Volunteer

DEFINITION•RECORD SERIES- RKLATKO RKOORDS NORMALLY FILED AND DIN AS A UNIT FOR
AS •KLL A« RTKNTION AND DIBPO*ITtem wunmttmmm

4 . RECORD SERIES TITLE | s . EARLIEST YEAR/LATEST YEAR
Volunteer Recruitment Resources Needs Assessment (Form 17O-4cR) TO

« . RECORD SERIES DESCRIPTION { •RIBPLY ESCRIBK TKB
IN THE SERIES.

TYPE* or INPORMATION/DOCUMBNTS/PORM* POUND
INCLUDE THE PURPOSE OR FUNCTION OF THE •ERYE»)

Record of information about organizations
which are a potential source of volunteers

7. RECORD SERIES FORMAT(S)

O LETTER SIZE ° MICROFILM

O LEGAL SIZE • COMPUTER TAPE

O BOUND BOOK • FLOPPY DISK

| • AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

S. RECORD SERIES SEQUENCE

O ALPHABETICAL

O NUMERICAL

• CHRONOLOGICAL

a GEOGRAPHICAL

• OTHER!SPECIFY)

11' FILE IS USED

° DAILY • WEEKLY KMONTHLY

: IS. CURRENT LOCATION! S) ( BLDO. .FLOOR, ROOM) '

IS. ACCESS RESTRICTIONS B YES D NO
(IF YES, CITE LAW(S) • R M U L A T I O N ( S )

17. IS AN INDEX SYSTEM USEDT {IF YES.EXPLAIN
BRIEFLY AKD DESCRIBE- ANY MAROBARSVSOFTWARE )

a YES a NO

19. NAME AND TITLE OF PREPARER

pMyles Carpeneto, Director of
Procurement Services

». VOLUME
• FILE DRAWER!S)
Q MICROFILM REEL(S)
Q COMPUTER TAPE(S)

NUMBER Q orrmujspEciirY)

10. ANNUAL ACCUMULATION
O FILE DRAWER(S)
Q MICROFILM REEL(S)

NUM1H a COMPUTER TAPE( S )
D ffTHBBIfiBPriirvi

'** FILE BECOMES INACTIVE AFTER
_ _ _ _ 0 MONTH(S) O YEAR(S)

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YES, SPECIFY AOEKCY OR OFFICE)
a YES a NO

If. AUDIT REQUIREMENTS

Q NONE {i STATE • FEDERAL ° INDEPENDENT

IS. RECOMMENDED RETENTION

Retain for two
(2) years, then
destroy.

20. TELEPHONE NUMBER

(301) 764-4113

21. DATE

DCS 3S0-4 (REVI 2/«7)


